H R REFERENCE GUIDE

TOPIC RELATED OTHER RESOURCES
PPM (HQ HR Telephone Extension)
Accidents:
e Post-Accident Drug Testing 21 HR: x 3-1219
Substance Abuse Reference Manual for DOTD Supervisors
(Copy)
* Reporting Accidents Loss Prevention: (225) 237-1385
ADA (Americans with Disabilities Act 18 HR: x 3-1241
of 1990) Title1-V of Civil Rights Act 42
Job Accommodation Network 1-800-526-7234
U. S. EEOC/N.O. (504) 589-2329
AFSCME Contract (union) HR: x 3-1219; Copy
Council 17 of Baton Rouge; (225) 927-2800
Affirmative Action—Reporting and 4 HR: x 3-1222
Monitoring Affirmative Action Plan
Annual Leave 15 HR: x 3-1219
C.S Rules115& 11.7
Downloadable Form
Appeals (Civil Service) 34 (Part2) | HR: x3-1239
Chapter 13 of Civil Service Rules
C.S. Appeals Office: (225) 342-8070
C.S. Web address
Applicant Flow Report (TJAR) 33 HR: x 3-1288
Downloadable Form
Appointing Authority 3 HR: x 3-1219
Approvals Needed for Personnel Action 46 HR: x 3-1246
Breaks 10 (Part 6 HR: x 3-1219
12 (Part V1) | US Dept of Labor (Wage & Hour) N.O. (504) 589-6171
29 CFR 785.18
Career Progression Group (Training 33 HR: x 3-1246
Series)
Citizenship of Employees HR: x 3-1222
Code of Federal Regulations Title 20, Chapter V, Part 656
(29 CFR 656)
US Dept of Justice, Immigration & Naturalization
Civil Leave 15 HR: x 3-1219
C.S. Rule11.23
Commercial Driver's License (CDL) 25 HR: x 3-1219

DOTD CDL Ad Hoc Comm. Chair, Karl Finch (x3-1502)

DPS Office of Motor Vehicles (225) 295-8421,

Federal Commercial Motor Vehicle Safety Act of 1986; La.
R.S. 32:401-403



http://webmail.dotd.state.la.us/Policies.nsf/0/A8E83CFD4A94AB1786256E3E0070A5F2/$file/PPM+21.htm
http://ladotnet.dotd.state.la.us:8005/downloads/substance abuse manual.pdf
http://webmail.dotd.state.la.us/Policies.nsf/0/99ADE35925304BE106256E240072B4F2/$file/PPM+18.htm
http://www.eeoc.gov/neworleans/index.html
http://ladotnet.dotd.state.la.us:8005/downloads/union agreement2.pdf
http://webmail.dotd.state.la.us/Policies.nsf/0/78064F478038396E06256DFD00731F4D/$file/PPM+4.htm
http://ladotnet.dotd.state.la.us:8005/downloads/aaplan.pdf
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/4A925CEF71C8691D862566210051F7BB/$file/PPM+34.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://ladotnet.dotd.state.la.us:8005/home.asp?page=downloads$S
http://webmail.dotd.state.la.us/Policies.nsf/0/7435ECF85C2490C7862566210061E862/$file/PPM+3.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/0EACC3872D20640586256E4D006ED2C2/$file/PPM+46.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://www.dol.gov/esa/whd/
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.ins.usdoj.gov/graphics/index.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/7EAABF80509398AB86256E4300658A55/$file/PPM+25.htm
http://www.dps.state.la.us/omv/license.html

H R REFERENCE GUIDE

TOPIC RELATED OTHER RESOURCES
PPM (HQ HR Telephone Extension)
Computer Usage
e E-mail/Internet 51 DOTD Contact: IT Section x 3-1613
Compensatory Time 12 HR: x 3-1219
C.S. Rule6.19
Compressed Work Week 10 HR: x 3-1219
Confidential Files (Employee) 26 HR: x 3-1288
C.S. Rule 15.9; C.S. Genera Circular #1407
Conflicts of Interest 8 HR: x 3-1219; 1115 of La Code of Governmental Ethics;
(LSA-R.S. 42:1115)
La Board of Ethics: (225) 922-1400 or 1-800-842-6630
(printable flyer)
CPTP Courses 59 DOTD Contact: Gordon Smith, LTRC (225) 767-9141
Division of Administration/CPTP Website
Death Claims, (Survivor Benefits) HR: x 3-1229
LASERS Website: http://www.lasers.state.la.us
Deferred Compensation Contact: Jennifer Ballard (225) 926-8082, x 3-1009
Louisiana Deferred Compensation Plan
Democtions: HR: x 3-1288
e Pay 52 C.S.Rule6.10
e Disciplinary 26 CS Rule12.2
e Voluntary C.S. Rule8.21
Detail to Specia Duty HR: x 3-1288
o Pay 52 C.S. Rule8.16.d
e Policy Standards 27
Direct Deposit DOTD Contact: HQ Financial Services Section x 3-1644
Disability Certification (Retirement) HR: x 3-1229
LASERS Website
Discipline HR: x 3-1239 or Legal x 3-1026
e Positive 57 Chapter 12 of C. S. Rules; State Personnel Manual Part 14
e Progressive 26
Discrimination Complaint 13 HR: x 3-1239
U. S. EEOC/N.O. (504) 589-2329; TTY (504) 589-2958
DOTD Federal Credit Union (225) 379-1696 or 1-800-436-8328;
Credit Union Website
DOTD Organizationa Chart HR: x 3-1290
DOTD Pay Policy 52 HR: x 3-1246
DOTD Pay Plan HR: x 3-1288
Link to DOTD Pay Plan
Driver Record (ODR) DOTD Contact: Loss Prevention Section (225) 237-1385
Safety Manual Addendum No. 10



http://webmail.dotd.state.la.us/Policies.nsf/0/1998B4D070DDAEEC86256E5C0066199F/$file/PPM+51.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8827A3609ADFA19906256E450051E8CB/$file/PPM+26.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/5A3D8927D7E08C3786256E01006D41DC/$file/PPM+8.htm
http://www.ethics.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/8E302649569A5A0A86256E6100774D16/$file/PPM+59.htm
http://www.ltrc.lsu.edu/training_hq.html
http://www.state.la.us/cptp/cptp.htm
https://louisianadcpretire.gwrs.com/login.do
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8827A3609ADFA19906256E450051E8CB/$file/PPM+26.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://www.dscs.state.la.us/default.htm
http://www.lasers.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/FD0C11FFC0587E2986256E6000702337/$file/PPM+57.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8827A3609ADFA19906256E450051E8CB/$file/PPM+26.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/98AFE5288EC07B4186256E1B00708C76/$file/PPM+13.htm
http://www.eeoc.gov/neworleans/index.html
http://www.ladotdfcu.org/
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://ladotnet.dotd.state.la.us:8005/home.asp?page=payscale$

H R REFERENCE GUIDE

TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Telephone Extension)
DROP HR: x 3-1229; LASERS Website: http://www.|asers.state.la.us
Drug-free Workplace/ Substance Abuse 21 HR: x -1219 or x 3-1239
e DWI Arrests Substance Abuse Reference Manual for DOTD Supervisors
e Enforcement Provisions La R. S. 49, Chapter 14; Exec. Order MJF 98-38; 49 CFR Part
: ;%Zst is\‘/J:J ect to random testing (Att. A& B) | 40; Omnibus Transportation Employee Testing Act of 1991
e Responsibilities
e Typesof drug/alcohol tests
Dual Career Ladders 33 HR: x 3-1246
Dual Employment 8 HR: x 3-1219
C.S.Rule9.5
La Revised Statute 42:63
Educational Leave/Tuition 17 HR: x 3-1241; Downloadable Form.
Reimbursement
Eligibility Provisions (Retirement) HR: x 3-1229 (Retirement Reference Manual availablein HQ HR
o Taking Leave prior to 15 for field HR and/or other section staff responsible for processing
retirement = related forms, etc.)
LASERS Voice Mail (225) 922-0600, or 1-800-256-3000,
E-mail DOTD Contact: 1T Section x 3-1613
e Usage 51
e Misconduct 29
Emergency Closures HR: x 3-1219
o Leave 15 C.S Rule11.23
e Onduty 12
Employee Assistance Program 21 HR: x 3-1241; (brochure available)
Employee Complaints HR: x 3-1239
e C.S Appeds Chapter 13 of C.S. Rules
e  Discrimination 32
e Grievances 34
Employee Conduct HR: x 3-1239
e Prohibited Behavior 29
Employee ID Badge 36 Contact: HQ Business Services Section x 3-1122
Employee Recognition Program 49 HR: x 3-1289; C.S. Rule 6.16.1
Employee References/Eligibility Checks HR: x 3-1219; Downloadable Form.
C. S. Genera Circular 1405 (09/19/00)
Employee Relocation 24 HR: x 3-1219
Engineer Intern Applicants 27 HR: x 3-1222
Equal Employment Opportunity (EEO) 4 HR: x 3-1222
U.S. EEOC/N.O. (504) 589-2329; TTY (504) 589-2958
Exit Interviews 22 HR: x 3-1229; Downloadable Form.



http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://ladotnet.dotd.state.la.us:8005/downloads/substance abuse manual.pdf
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/5A3D8927D7E08C3786256E01006D41DC/$file/PPM+8.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2DA83BC12294012086256621004D787F/$file/PPM+17.htm
http://ladotnet.dotd.state.la.us:8005/downloads/educational leaveform2.dot
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.lasers.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/1998B4D070DDAEEC86256E5C0066199F/$file/PPM+51.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/95E46560FE975B9B86256E45006FCD24/$file/PPM+29.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/A8E83CFD4A94AB1786256E3E0070A5F2/$file/PPM+21.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/98AFE5288EC07B4186256E1B00708C76/$file/PPM+13.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/4A925CEF71C8691D862566210051F7BB/$file/PPM+34.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/95E46560FE975B9B86256E45006FCD24/$file/PPM+29.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D627ED134886929086256E47006B4A25/$file/PPM+36.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/6BA57054C7F5289E86256625005626F6/$file/PPM+49.htm
http://www.dscs.state.la.us/default.htm
http://ladotnet.dotd.state.la.us:8005/home.asp?page=downloads$S
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/81A20AFCE5B9EFF386256E40006DA943/$file/PPM+24.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/78064F478038396E06256DFD00731F4D/$file/PPM+4.htm
http://www.eeoc.gov/neworleans/index.html
http://webmail.dotd.state.la.us/Policies.nsf/0/2116D38FB1F5EFD906256E3F004A3588/$file/PPM+22.htm
http://ladotnet.dotd.state.la.us:8005/home.asp?page=downloads$H

H R REFERENCE GUIDE

TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Telephone Extension)
Exempt/Non-exempt (FLSA status) 12 HR: x 3-1246
e  Overtime (Compensation) C.S. Rule 6.26
e Overtime (Definition of) C.S. Rule6.18
Fair Labor Standard Act
Fair Labor Standards Act (FLSA) 12 See “Overtime” or “ Exempt/Non-exempt”
Falsification of Employment 29 HR: x 3-1239; C.S. Genera Circular 1174
Application
Family & Medical Leave Act (FMLA) 16 HR: x 3-1241
e Eligibility 29 CFR Part 825
e Forms
e Procedures
Flex-time 10 HR: x 3-1219
Full-/Part-time Employee Benefits 10 HR: x 3-1229
e C.S. Definitions CS Rules1l.land11.2
Funeral Leave 15 HR: x 3-1219
Gifts 8 HR: x 3-1219; 1115 of La. Code of Governmenta Ethics
(LSA-R.S. 42:1115)
LaBoard of Ethics: (225) 922-1400 or 1-800-842-6630
Grievance Procedure HR: x 3-1239
C.S Rule3.1 (m)
e Form/Steps/Timelines 34 Downloadable Form
¢ Relationship to promotions 33
Harassment Complaint 13 HR: x 3-1239
Hiring Process HR: x 3-1288
Holidays HR: x 3-1219; C.S. Rule 11.28
e StatelLaw R.S. 1:55
e Schedule Adjustments 10
e Work on Holidays 12 C.S Rules6.12.1, 6.18, 6.21, and 6.23
Hours of Work 10 HR: x 3-1219
Chapter 11 of C. S. Rules
HQ Security 36 See Employee ID Badge



http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dol.gov/elaws/flsa.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/95E46560FE975B9B86256E45006FCD24/$file/PPM+29.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2791A64F14137A6386256E22006A74E6/$file/PPM+16.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/5A3D8927D7E08C3786256E01006D41DC/$file/PPM+8.htm
http://www.ethics.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/4A925CEF71C8691D862566210051F7BB/$file/PPM+34.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.dscs.state.la.us/default.htm
http://ladotnet.dotd.state.la.us:8005/home.asp?page=downloads$E
http://webmail.dotd.state.la.us/Policies.nsf/0/98AFE5288EC07B4186256E1B00708C76/$file/PPM+13.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D627ED134886929086256E47006B4A25/$file/PPM+36.htm

H R REFERENCE GUIDE

TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Telephone Extension)
Insurance DOTD Contact: HQ Insurance x 3-1639
District employees contact: Field HR
State Group Benefits: (225) 925-6625 or
1-800-272-8451
Interviews 33 HR: x 3-1289
Contact LTRC (225) 767-9141 to sign up for CPTP Course
“Conducting an Effective Job Interview." Contact HR at 3-1293
to sign up for "How to Select the Best Qualified Candidate."
Job Appointments 27 HR: x 3-1288; C.S. Rule 8.14
Jury Duty HR: x 3-1219
e Civil Leave 15 C.S. Rule 11.23;
Layoff Procedures HR: x 3-1219
Chapter 17 of C. S. Rules
Legal Contact: Lega x 3-1209
e  Testimony 14
Leave (usage, etc.) 15 HR: x 3-1219
Chapter 11 of C. S. Rules
e Annua CS Rulell.7
e Balances (carried-over) C.S Rule11.6
e Cancellation/Continuation C.S Rule11.18
e Certification for Sick Leave C.S. Rule11.14
e  Civil/Emergency/Special C.S. Rule11.23
* Compensatory C.S. Rule11.29
* Eaningof _ C.S Rule1l5
: Egzﬁfgn':]nnua” Sick . C.S.Rule11.9/11.13.1
e Funeral — C.S Rule11.231
e Holiday C.S. Rule 11.28
e LWOP C.S. Rule11.27
e Military C.S Rule11.26
e Payment Upon Separation C.S Rule11.10
e Preceding Retirement or
Resignation C.S Rule11.13
e Sick C.S. Rulel11.19

e Transferring Balances
e Unclassified Employees

e Voluntary Disaster Service
Leave

¢ Voting

Executive Order MJF 98-23
C. S Rule11.23.3 (Act 455 of 1995)

C.S. Rule11.23.2



http://www.groupbenefits.org/about/offices.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.ltrc.lsu.edu/training_hq.html
http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8B569394DE401FEC86256E1B00721A66/$file/PPM+14.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2DA83BC12294012086256621004D787F/$file/PPM+17.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm

H R REFERENCE GUIDE

TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Telephone Extension)
LDOL 77 Separation Notice HQ: x 3-1229
http://www.laworks.net/Formsl ndex.asp
Leave Without Pay 15 HR: x 3-1219; C.S. Rule 11.27
* Disciplinary Action 2 HR: x 3-1239; C.S. Rule 12.2
e FMLA 16
HR: x 3-1241
e Unauthorized Absence 26 HR: x 3-1239; C.S. Rule 11.27(q)
Management Development Training 59 DOTD Contact: Gordon Smith, LTRC, (225) 767-9141
Media (Communication with) 6 DOTD Contact : Director of Public Information, (225) 379-1259
Merit Increases 52 HR: x 3-1288; C.S. Rule 6.14
e |Impact on Promotion 33
e Impact of PPR Rating 55
Military Leave 15 HR: x 3-1241
C.S. Rule11.26
Nepotism 9 HR: x 3-1219
La Board of Ethics (225) 922-1400 or 1-800-842-6630,
New Hire Orientation 22 HR: x 3-1293; Field HR Offices for District Staff
Optiona Pay Adjustments 52 HR: x 3-1246
C.S. Rule6.16.2
Overtime 12 HR: x 3-1246
US Dept. of Labor (Wage & Hour) N.O. Dist. Office (504) 589-
6171;
C.S. Rules6.18 —6.27
On-call/stand-by 52 HR: x 3-1246
C.S. Rule6.28
Overpayments to Employee 52 HR: x 3-1288
Parking Regulations (HQ) 35 Contact: HQ Business Services x 3-1122;
e  30-Year Parking Permits
Part-time Employment 10 HR: x 3-1219
Pay 52 HR: x 3-1246
HQ Financia Services. x 3-1644
C.S Rule6.28
Pay for Superior Credentials 52 HR: x 3-1246
C.S. Rule 6.5(q)
Payment for 300 Hours of Annual 52 HR: x 3-1288
L eave Upon Separation C.S.Rule11.10

Payroll Deductions

DOTD Contact: HQ Financial Services Section x 3-1644



http://www.laworks.net/FormsIndex.asp
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8827A3609ADFA19906256E450051E8CB/$file/PPM+26.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2791A64F14137A6386256E22006A74E6/$file/PPM+16.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8827A3609ADFA19906256E450051E8CB/$file/PPM+26.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8E302649569A5A0A86256E6100774D16/$file/PPM+59.htm
http://www.ltrc.lsu.edu/training_hq.html
http://webmail.dotd.state.la.us/Policies.nsf/0/8BDBEAD599B7B8B986256621004C9F87/$file/PPM+6.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/B2F9C0BD3B0E1AE686256E5F0073FA00/$file/PPM+55.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/9C2789D6CB02DE9486256E01006ED41E/$file/PPM+9.htm
http://www.ethics.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/2116D38FB1F5EFD906256E3F004A3588/$file/PPM+22.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm
http://www.dol.gov/elaws/flsa.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/68349C3AEA737F4686256E470066F214/$file/PPM+35.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
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TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Teephone Extension)
Performance Planning & Review 55 HR: x 3-1289;
Chapter 10 of C. S. Rules; Downloadable Forms
Personnel Records-Access HR: x 3-1288
Position Classification HR: x 3-1246
C.S. General Circulars #1201 & 1445
Position Descriptions HR: x 3-1246; Downloadable Forms
HR Reference Manual: How to Complete a Position Description
(SF-3) Form
PPR Training CPTP Course, (contact Gordon Smith, LTRC (225) 767-9141)
Pre-employment Physicals HR: x 3-1219
Probationary Period 52 HR: x 3-1219
C.S. Rule9.1
Premium Pay 52 HR: x 3-1246
C.S. Rule6.16(a)
Prohibited Activities 8 HR: x 1219
C.S. Rules Chapter 14
C.S. General Circular 1200
Promotions 33 HR: x 3-1289
e  Engineer Promotions
e Pand Interview
e Policy
e  Sdlection Criteria
Public Records Act HR: x 3-1219
La Revised Statute 44:1
C.S. General Circulars 1407 and 1411
360 Degree Feedback Program HR: x 3-1293
Reallocation 33 HR: x 3-1246
e Drug Testing 21
e Pay Upon 52 C.S Rule6.8
e Statusof Incumbent C.S. Rule5.6
Reassignments 33 HR: x 3-1219
C.S. Rule 8.16(a)
Recruiting HR: x 3-1222
e Pay Provisions 52
Re-employment Eligibility 52 HR: x 3-1222
C.S. Rule8.18
Reference/Eligibility Checks HR: x 3-1219
C.S. General Circular #1405
Resignations HR: x 3-1288
C.S. Rulel12.11



http://webmail.dotd.state.la.us/Policies.nsf/0/B2F9C0BD3B0E1AE686256E5F0073FA00/$file/PPM+55.htm
http://www.dscs.state.la.us/default.htm
http://ladotnet.dotd.state.la.us:8005/hr.asp?page=downloads$
http://www.dscs.state.la.us/
http://ladotnet.dotd.state.la.us:8005/hr.asp?page=downloads$
http://ladotnet.dotd.state.la.us:8005/downloads/how to sf-3update2004.pdf
http://ladotnet.dotd.state.la.us:8005/downloads/how to sf-3update2004.pdf
http://www.ltrc.lsu.edu/training_hq.html
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/5A3D8927D7E08C3786256E01006D41DC/$file/PPM+8.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/A8E83CFD4A94AB1786256E3E0070A5F2/$file/PPM+21.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
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TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Teephone Extension)
Restricted Appointments 27 HR: x 3-1219
e  Pay Upon Employment 52 C.S. Rule8.10
Retirees (employment of) 27 HR: x 3-1229
Retirement HR: x 3-1229

LASERS Voice Mail (225) 922-0600, or 1-800-256-3000,
(Retirement Reference Manual availablein HQ HR, for field HR
and/or other section staff responsible for processing related forms,

etc.)
Return to Work HR: x 3-1241
C.S. General Circular 1290
e Employee Repays Vaue of C.S. Rule 11.10(e)
Annual Leave
e Following Off-the-job Injury 19
¢ Following On-the-job Injury %
¢ Reinstatement of Sick Leave B C.S. Rule 11.18(b)
Click Here

Roster of Officials

Savings Bonds HR: x 3-1222
DOTD Contact: HQ Financia Services x 3-1644

SCHR (Standing Committee on Human 46 HR: x 3-1246
Resources)
Selection Criteria for Promotion 33 HR: x 3-1219
SER’s (Special Entrance Rates) 52 HR: x 3-1246
C.S. Rule 6.5(b)
Sick Leave 15 HR: x 3-1219
C.S. Rulel11.13
Smoking 28 HR: x 3-1219
Social Security HR: x 3-1229
http://www.ssa.gov/regions/regional .html
Structured Training Program 59 DOTD Contact: Gordon Smith, LTRC (225) 767-9141
Telecommuting 56 HR: x 3-1219
Telephone Usage (Misconduct) 29 HR: x 3-1239
Temporary Employees (Weststaff) 27 HR: x 3-1259
Temporary Employment 27 HR: x 3-1219 for policy interpretation or 3-1288 for personnel
action processing
Terminations (probational/permanent) HR: x 3-1239 for disciplinary reasons or 3-1288 for personnel
action processing
Testimony at Legidlative Hearings 14 DOTD Contact: Office of Secretary (225) 379-1200
Transferring Annual/Sick Leave HR: x 3-1288
Balances C.S.Rule 11.19
Travel Regulations 11 DOTD Contact: HQ Financial Services Sect. x 3-1615

Div. of Admin., Office of State Travel (225) 342-8053 (State
Travel RegsD of A PPM No. 49)

Travel Time 12 HR: x 3-1246



http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/36CF21586B38B62A06256E37006DC345/$file/PPM+52.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://www.lasers.state.la.us/
http://webmail.dotd.state.la.us/Policies.nsf/0/5E5D64007B6F7D4486256E310072B1BC/$file/PPM+19.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/E761794A1279BF3986256E61006CCCE3/$file/PPM+58.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://www.dotd.louisiana.gov/press/dept_contacts.asp
http://webmail.dotd.state.la.us/Policies.nsf/0/0EACC3872D20640586256E4D006ED2C2/$file/PPM+46.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DDB50A6D6AB15CB086256E4500697648/$file/PPM+28.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8E302649569A5A0A86256E6100774D16/$file/PPM+59.htm
http://www.ltrc.lsu.edu/training_hq.html
http://webmail.dotd.state.la.us/Policies.nsf/0/66439B05E7BDF9A186256E6000632E65/$file/PPM+56.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/95E46560FE975B9B86256E45006FCD24/$file/PPM+29.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/616D55099F9D979C86256E1A00756DC8/$file/PPM+27.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8B569394DE401FEC86256E1B00721A66/$file/PPM+14.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/39AC23C5EDDAF1DF86256E0500732F5B/$file/PPM+11.htm
http://www.state.la.us/osp/travel/travelOffice.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/2CAEE3F9BB76975286256E1300624797/$file/PPM+12.htm

H R REFERENCE GUIDE

TOPIC/SUBJECT RELATED OTHER SOURCES
PPM (HQ HR Teephone Extension)
Unemployment Benefits HR: x 3-1229
La. State Dept. of Labor
Uniform Cleaning Allowance 50 HR: x 3-1219
Vacancy Postings 33 HR: x 3-1290
C.S. Website
Vehicle Usage 20 DOTD Contact: Appropriate District Administrator or Section
Head
Violence Incident Statement 53 HQ: X 3-1239
Downloadable Form
Voting 8 HR: x 3-1219
e Rightto Cast Vote C.S. Rulel4.1(e) 4
e Leave C.S. Rule11.23.2
Weapons 30 HR: x 3-1239
Wellness Program Curtis Fletcher: x 3-1274
Witness in Court 15 HR: x 3-1219
C.S. Rule11.23
Work Breaks 10 HR: x 3-1246
US Dept. of Labor, Wage & Hour Division, New Orleans (504)
589-6171;
Working Hours 10 HR: x 3-1246
US Dept. of Labor, Wage & Hour Division,
New Orleans (504) 589-6171
Workforce Development 59 DOTD Contact: Gordon Smith, LTRC (225) 767-9141
Workplace Violence 53 HR: x 3-1239
Executive Order MJF 97-15
Workplace Safety Contact: Safety Section (225) 237-1385
Safety Manual (Stock Item # 03-50-0001)
Workers' Compensation 58 Loss Prevention: (225) 237-1385

e Payments

C.S. Rule11.21

Division of Administration Office of Risk Management (225) 342-
8500

R.S. 39:1547



http://www.ldol.state.la.us/UIFAQ.asp
http://webmail.dotd.state.la.us/Policies.nsf/0/61E322CC7330A3D486256E5A006C620A/$file/PPM+50.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D9010F7A622B8BE906256E4700658959/$file/PPM+33.htm
http://www.dscs.state.la.us/jobs.nsf
http://webmail.dotd.state.la.us/Policies.nsf/0/AE1C3B620EDB61EF86256E4000600197/$file/PPM+20.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/D8CEB8CBB177B10A86256E5C006CC325/$file/PPM+53.htm
http://ladotnet.dotd.state.la.us:8005/home.asp?page=downloads$H
http://webmail.dotd.state.la.us/Policies.nsf/0/5A3D8927D7E08C3786256E01006D41DC/$file/PPM+8.htm
http://www.dscs.state.la.us/default.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/B3DF45E84A82217106256E4700624889/$file/PPM+30.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/DA693EAD8529B6FF06256E1D0074E57E/$file/PPM+15.htm
http://www.dscs.state.la.us/default.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://www.dol.gov/elaws/flsa.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/20019F159DCC14DB86256E0100777869/$file/PPM+10.htm
http://www.dol.gov/elaws/flsa.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/8E302649569A5A0A86256E6100774D16/$file/PPM+59.htm
http://www.ltrc.lsu.edu/training_hq.html
http://webmail.dotd.state.la.us/Policies.nsf/0/D8CEB8CBB177B10A86256E5C006CC325/$file/PPM+53.htm
http://webmail.dotd.state.la.us/Policies.nsf/0/E761794A1279BF3986256E61006CCCE3/$file/PPM+58.htm
http://www.dscs.state.la.us/default.htm
http://www.state.la.us/orm/orm.htm
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